ET HANDBOOK NO. 392

SECTION | - GENERAL PROCEDURES
1. Identification of Interstate C ai nants
a. The clai nstaker should first determ ne whether the

claimant should file an interstate claim

b. The first question that should be asked of all claimnts
is "have you filed a claimagainst any State in the past year?"

(1) If the answer is "yes", the clainstaker should ask
the claimant to provide information fromthe nonetary determ na-
tion issued by the Liable State against which the claim was
filed. From the nonetary, the clainmstaker will be able to
identify the liable State, the date of the claim the benefit-
year ending date, and the weekly and maxi num benefit anount of
the claim Once the liable State is identified, the status of
t he cl ai mcan be obtained by using the Interstate Benefit Inquiry

(1B Q.

(2) If the answer is "no", the clainstaker should ask
the cl ai mant about his/her work history for the past two years
and explain all clainms options including whether or not separa-
tions during the base period or | ag period can affect eligibility
(such as whether or not a State adjudicates all base period
enpl oyers or the |ast 30-day enployer, etc.).

c. One of the main factors which will determ ne the type of
claimto be filed is the order of liability as described in
Section 1.3 of this handbook. The type of claimto be filed may
be identified as an intrastate or interstate claim

(1) If a benefit year exists in another State and
benefits are exhausted, term nated, postponed for an indefinite
period (any suspension/ postponenent that cannot be satisfied by
the passage of time or last for the remainder of the benefit
year), or are affected by the application of a seasonal restric-
tion, the claimant has an optionto file aninitial claimagainst
anot her State.

(2) If a benefit year exists in another State and
benefits are not exhausted, term nated, postponed indefinitely or
for the remainder of the benefit year or affected by the
application of a seasonal restriction, the clainstaker should
determ ne and explain the options to the claimant and take a new
intrastate or interstate (including additional or extended
benefits) claim as appropriate, or provide the claimant with the
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appropriate tel ephone nunber if the liable State takes interstate
clainms by tel ephone.

d. If the potential liable State has inplenented tel ephone
intrastate initial clains, the clainstaker should determne if
the cl ai mant has established a history of being a commuter and
intends to continue to seek work inthe liable State. If so, the
cl ai mant should be advised to file directly with the |liable State
under intrastate procedures (since the clains filing procedures
no longer place an excessive travel or cost burden on the
cl ai mant) .

2. Type of Interstate CCaimto be Filed. Wwen it is determ ned
that an interstate claimshould be filed, the clainstaker nust
determ ne the type (new, transitional, additional, or reopen) of
cl ai m needed.

If the Agent State erroneously takes the wong type of claim the
| iable State shoul d not penalize the claimant. The liable State
shoul d make every effort to use the claimreceived as the claim
required. For instance, if a new claimis required, but the
Agent State submits a reopened claim such claim should be
processed, if possible, as a newclaim This should not be done
indiscrimnately and the clainmant should be contacted (by
t el ephone, if possible) to determne if a new cl ai magai nst that
Liable State is the claimant's choice. This is especially
i nportant when the clai mant has enpl oynent in nore than one State
and may prefer to file against another State or a conbi ned wage
claim

Cl ai nst akers i n Agent States should understand the definition and
pur pose of the types of clains in order to submt the proper type
of claimto the Liable State.

Under the interstate system the four types of initial interstate
clainms filed in the Agent State offices are:

a. New Anewclaimis the first interstate claimfiled by
a claimant to establish a benefit year against a Liable State and
it serves as a request for a determnation of eligibility. An
interstate claimant nmay have as many "new' clains as there are
different States against which he/she clains benefits in
succession. In this way, an interstate claimant differs froman
intrastate claimant who may nornally file only one new claimor
establish only one benefit year under a single State's laww thin
a one year period.
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The interstate claimant can establish a benefit year in a State
even t hough a benefit year exist in another State. However, when
an interstate claimant's eligibility is determ ned or is pending
with a given Liable State, clainms can be filed only against that
State (see Order of Liability, Sectionl (3)) until an ineligible
determination is issued or benefits have been exhausted,
term nated, or postponed for an indefinite period.

b. Transitional. Atransitional interstate claimis a claim
filed torequest a determnation of eligibility and establi shnent
of a new benefit year having an effective date within the 7-day
period i medi ately following the prior benefit year ending date
and a week for which credit was clainmed agai nst the sane Liable
State. This type of claimis marked as "new' by the Agent State.

c. Additional. An additional interstate claimis a claim
filed by an interstate claimant wthin the existing benefit year
established by the Liable State after a break in the continued
clainms series due to intervening enpl oynent.

d. Reopen. A reopened interstate claimis a claimfiled by
an interstate claimant within the existing benefit year,
established by the Liable State, after a break in the clains
series that was not caused by intervening enploynent. Thi s
designation is also to identify the first claimfiled in a new
Agent State within the existing benefit year when there was no
i nt erveni ng enpl oynent .

3. Oder of Liability of States. The order of liability of
States is governed by Section 4 (revised effective July 5, 1953)
of the draft regulations provided to all States in consultation
with the I nterstate Conference of Enpl oynent Security Agencies to
inplenent the Interstate Benefit Paynent Pl an. Section 4(a)
reads as foll ows:

"Benefit Rights of Interstate C ai mants--

(a) If aclaimant files a claimagainst any State, and
it is determ ned by such State that the claimant has avail -
able benefit credits in such State, then clains shall be
filed only agai nst such State as |long as benefit credits are
available in that State. Thereafter, the claimant may file
cl ai s agai nst any other State in which there are avail able
benefit credits.

For purposes of this regulation, benefit credits shall be
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deened to be unavail abl e whenever benefits have been ex-
haust ed, term nated, or postponed for an i ndefinite period or
for the entire period in which benefits would otherw se be
payabl e, or whenever benefits are affected by the application
of a seasonal restriction.”

A claimant can file against any State in which he/ she has benefit
credits avail abl e, provi ded he/ she has not established a "current
benefit year" previously through the filing of an intrastate or
an interstate claim

A claimant who establishes a current benefit year in the State
where he/she is, or in another State, nust continue to file
agai nst such State until benefit credits are exhausted, term -
nat ed, or postponed for an indefinite period or for the entire
period in which benefits would otherw se be payable, or unless
benefits are affected by the application of a seasonal restric-
tion. Thereafter, if he/she has avail able benefit credits in one
or nore other States, the claimant may choose the State agai nst
which he/she will file a new claim

A clai mant nust choose the Liable State at the tinme a new claim
is filed. Conti nued clains should be filed only agai nst such
State until the claimant is eligible for a new choice by reason
of one of the above situations. (See Section | Item 16 for the
procedure to be followed if the chosen Liable State determ nes
the claimto be invalid.)

When a claimant is interviewed on his/her choice of Liable State,
the interviewer should consult the Handbook for Interstate
Cainstaking to determne the current base periods in the
potentially Liable State to conpare the claimnt's work history.

"Current base period" nmeans the base period applicable in the
potentially Liable State for clains filed with the effective or
filing date of the new claim The advantages and/or di sadvan-
t ages of choosing certain types of clains or a particular Liable
State should be fully explained, such as: all base period
separations adjudicated in sonme States versus only | ast separa-
tion in others, etc.; in sonme States the base period changes
every week (52-week period before effective date of clain), in
ot hers the change occurs when the effective date falls in a new
gquarter. There are a nunber of States that al so have alternate
base periods. These variables can affect eligibility; so, it is
i nportant that the clainstaker consider them when advising the
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cl ai mant of the avail abl e options.

The second par agraph of the regul ati on quot ed above descri bes the
conditions, in addition to exhaustion of benefits and cancell a-
tion of wage credits, wunder which benefit credits becone
unavailable in a Liable State so as to entitle the clainmant to
sel ect another Liable State. Anong such conditions are seasonal
restrictions and disqualifications for an indefinite period or
for the entire period for which benefits would otherw se be
payabl e.

Seasonal restrictions usually stipulate cal endar dates between
whi ch i ndi vi dual s who have earned benefit credits in an industry
classified as "seasonal" are not eligible to receive benefits.
For exanple, sonme States bordering on the Great Lakes classify
t he | ake-shi ppi ng i ndustry as "seasonal.”" As aresult, claimnts
who earned all, or substantially all, of their benefit credits in
that industry in a Liable State having such seasonal provisions
may be ineligible to receive benefits during a stipul ated period
during which the | ake-shipping industry does not operate due to
climatic conditions.

Seasonal provisions of State laws are in the Handbook for
Interstate Cainstaking. |If it seens probable that the claim
ant's benefit rights will be restricted by the seasonal provi-
sions of the State against which he/she chooses to file, the
Agent State shoul d di scuss seasonal provisions with the clai mant,
but shoul d not predetermne their applicability to the clai mant.

Sonme types of seasonal restrictions have the effect of reducing
the claimant's weekly benefit anount during the off season. For
exanpl e, sone provisions limt the use of wage credits earned in
a seasonal industry during the season to periods of unenpl oynent
in the season; such wage credits nmay not be included in the
conputation of a claimant's benefit anount in the off season. |If
a claimant's benefit rights are adversely "affected by" a
seasonal provision, he/she should be allowed to choose a new
Li able State.

If a disqualification is inposed on a clainmant, consideration
nmust be given to the type of disqualification to determne if the

cl ai mant can exercise his/her right of free election again. |If
the disqualification is for a fixed period, clains may not be
filed against another State. An exanple of this type of

disqualification is one inposed "for the week in which the
di squal i fyi ng act occurred and for the five weeks of unenpl oynent
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imedi ately following." On the other hand, if the disqualifica-
tion is for an indefinite period, such as "for the duration of
unenpl oynment™ or "until the claimant has had earnings of at | east
ten times the weekly benefit anmount,” the clainmant can file
agai nst another potentially Liable State if the requalifying
requi renents have not been net.

Wen a claim is filed against a State, after a denial or
post ponenent by a previous State, all facts on actions by the
first State should be reported to the State of the claimant's
second choi ce.

4, Recording Order of Liability on Caim Record. If the
claimant has already exhausted his/her benefits or has had
benefits otherwise termnated by a State, it should be noted on
the initial claim and daim Record. Not ati ons such as the
foll owi ng shoul d be used:

"Cl ai mant has exhausted benefits from ,

"Benefit year termnated on claimfil ed agai nst
copy of determnation and full statenment of facts attached

"Future benefit rights canceled by State of
copy of determ nation and full statenment of facts attached

"Benefit credits unavailable in the State of ,
because of application of a seasonal restriction.”

5. Claim Filing Methods. The followng nethods are used in
filing new, transitional, additional, reopened, and continued
cl ai ns:

a. New and Transitional Interstate d ains

(1) New interstate clains and transitional clains are
filed onthe Initial Interstate laim FormIB-1 (and Interstate
ClaimRecord Card, FormIB-1A, if used by the Agent State). Many
States maintain conputer claim records instead of hardcopy
records.

(2) Questions on the form except itenms A-Mand itens
18-20, are designed for self-filing by the claimnt.

(3) Instructions should be given to the claimant which
explain the informati on desired and a |arge print poster of the
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formw th instructions should be placed where the claimant can
viewit while filling out the form

(4) Self-filing is reconmended to allowthe clainstaker
to use the claimnt contact time on nore substantive phases of
cl ai mst aki ng, such as obtaining answers to special procedura
questions requested in the Liable State's section of the Handbook
for Interstate d ai nstaking .

(5) Under the self-filing nethod, the clainstaker is
just as responsible for the accuracy, reasonabl eness, conpl ete-
ness, and legibility of entries as if they were conpleted by the
cl ai nst aker .

(6) Answers to all questions should be carefully read
and the clai mant shoul d be asked about i nconsi stenci es.

(7) The clainmstaker must ensure that all entries are
| egi bl e and t hat no abbrevi ations are used i n addresses or in the
Liabl e State's nanme. Abbreviations that are cormonly used in the
Agent State have no neaning to Liable States, and abbreviation of
the Liable State nanme may cause clains to be nailed to the wong
State.

(8 The claimant's initial clainms filing interview can
be conducted either at a desk or a counter. A desk interviewis
better because of the nature of sone questions, i.e., questions
concerning the detail reasons for separation and dependents'
status are personal and the clai mant shoul d be all owed to di scuss
these in privacy.

(9) The clainmstaker is required to consult various
docunent s such as t he Handbook, gui de questions, and | abor market
conpi | ati ons whi ch m ght be nore readily avail abl e at a desk than
at a counter. However, desk interviews tend to be prol onged
beyond the productive exchange of information, and the clains-
taker nust guard against this tendency through positive control
of the content and duration of the interview

b. Additional Interstate d ains

(1) An additional interstate claim is filed by a
cl ai mant who al ready has an existing benefit year in the Liable
State and is taken on the Initial Interstate Caim FormlB-1.

(2) If the Agent State does not maintain an autonated
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Agent State record and has no claimrecord on file, it should
create a claimrecord for the State at the tine of the additi onal
claim

(3) Wen the claimformis given to the claimant for
conpl etion he/she should be told that the only work history
required is that relating to work performed since the |ast
initial claimwas fil ed.

c. Reopened Interstate Cains. A reopened interstate claim
filed through the Agent State is taken using the same procedures
used for other initial clains, except that there is no interven-
ing enploynent or separation information to report in the work
hi story portion of the form This designation is used to advise
the Liable State that a benefit year exists and the break in the
clainms series was not caused by interveni ng enpl oynent, or that
there is a change in Agent State, or a transfer from the
intrastate to the interstate programis necessary.

d. Continued Interstate Clainms. Continuedinterstate clains
fornms are provided to claimants at the tinme of the initial claim
in accordance with instructions from the Liable State. Claim
forms are mailed by the claimant directly to the Liable State
using the forns provided by the Agent State until fornms or other
claims filing procedures are provided by the Liable State.
Exception: Wien a claimis backdated, the clainmant is provided
with claimfornms for the weeks being clained that ended prior to
the date the claimis being taken. The conpleted claimforns are
attached to the initial claimand nailed to the Liable State.

6. Type of Wek Used in the Interstate Process

a. The type of week used by the Liable State will be used by
claimants filing clains by direct mail to the Liable State.

b. dains taken by the Agent State should be filed using the
cal endar week-endi ng date.

C. When the claimnt has earnings during the week, full
informati on should be furnished to the Liable State on all
remuner ati ons.

d. Proper allocation of earnings by days wll enable the
Liable State, if operating on other than a cal endar week, to
adj ust the periods covered by several clains to fit its (the
Liable State's) own type of week.
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e. In taking a claimagainst a Liable State which operates
on a different type of week than that of the Agent State, the
clai mant should be told why the period which may be credited by
the Liable State as a week of unenploynment may differ fromthe
period covered by the continued claim form and that this
di fference may cause sone del ay.

7. Review and Transmittal of Interstate Clainms. The follow ng
steps are needed to assure adequate review and pronpt transmttal
of interstate clains:

a. Revi ew

(1) Al interstate docunents, including clains and
subsidiary forms, should be reviewed by an experienced and
know edgeabl e i nterstate specialist, especially when procedures
are new and personnel are unfamliar with the processes. As
personnel becone famliar with procedures, the review nmay be
relaxed to the extent found feasible and consistent with the
required quality.

(2) As a mninum supervisors of the various functions
should review a sanple of the work, with sanple reviews so
arranged t hat each enpl oyee's work will be periodically revi ewed.

(3) Interstate docunents should be reviewed not only for
conpl et eness of the docunent but also for the reasonabl eness of
entries in light of the existing |abor market and the claimant's
past claimhistory.
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b. Tine of Transnittal

(1) The Agent State should transmt the electronic TC
IB1 and nmail all interstate clains fornms and rel ated docunents to
the Liable State on the day the claimis filed. Clains and
docunents taken at itinerant points, where the clainstaker does
not return to the honme office on the day the clains are taken,
shoul d be transmitted no |ater than the next day.

(2) Interstate clains mterials, even from such
itinerant points, should not be held over a week-end or a
hol i day, before transmttal. In such cases, the hard copy

mat eri als should be mail ed i nmedi ately and the TG 1Bl transmtted
t he next business day.

(3) If the person performng itinerant services will not
be returning to the local office by the follow ng day, claim
docunents should be mailed directly fromthe itinerant point to
the Liable States.

(4) The appropriate office identification stanp should
be placed on all clai mdocunents.

c. Miling
(1) Al interstate clainms and rel ated docunents shoul d

be sent between States by First-d ass mail.

(2) Agent State offices wth a large volune of
interstate clainms should maintain various size envel opes pre-
addressed to those Liable States to which clains are sent daily.
Al manila envelopes should have green dianond borders to
indicate "First Cass Miil". Mai |l i ng addresses of interstate
processing units are found on Page A of each State's section of
t he Handbook.

8. Transfer of Agent Interstate C aim Records

No Agent State will transfer its claimrecord card to another
Agent State, but such transfer is desirable between | ocal offices
in the sanme Agent State. \When the agent record is established
based on the receipt of electronically transferred data fromthe
Liable State, the Agent State should identify the jurisdictional
| ocal office or call center in its record. The identification
shoul d be changed upon recei pt of a new address, as appropri ate.
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9. Transient Cainmants. A transient claimant is an individual
who is tenporarily in the area, has a current benefit year in
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the Liable State and is in current clains status. If the
cl ai mant does not have an existing benefit year, an initial
interstate claimshould be filed (see Section Il).

Wth States inplenenting electronic weeks clained certifica-
tions, it is not likely that very many clainmants will report to
an Agent State requesting clainms forns. However, if such a
claimant reports to the Agent State, provide the claimant with
Continued Interstate Claim Form IB-2, annotated as "Transient
Claim in remarks, for a two-week period. If the claimnt
remains in the area for a longer period of tinme, an initial
interstate claimshould be filed.

a. Type of Information to be Provided on Transient Caim

Left regular reporting area on . Expects to
return on : Arrived here on
Reported to this Ofice on . WIIl stay until

WIIl go to . Because

Reason for com ng here

b. Record of Transient Caim No Agent State claimrecord
i's needed for atransient claimant. The Agent State | ocal office
shoul d have a record of the transient claimby keeping
a list which includes: the claimant's nane; social security
nunber; the date the clai mwas taken; and, identification of the
Liable State office where the claimwas sent, or a copy of the
transient claimfiled.

c. Miling the Transient daim The transient claimshould
be mailed to the claimant's regul ar reporting office; that office
may be a local office or the interstate Liable office.

10. ltinerant Service

a. Interstate clains for benefits should be accepted at al
poi nts where intrastate clains are accepted.

b. Aclaimaccepted at an itinerant point shoul d be predated
to the first day the clai mant woul d have reported if a full-tine
clains service were available at the | ocation

c. Such predating shoul d be expl ai ned under "Remarks" on t he
claimform

d. Special attention nust be given to the itemin which the
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| ocal office identification stanp will be placed; for clainms
taken at itinerant points, the frequency of service to the
itinerant point nust be shown.

e. Speci al provision should be nade to have itinerant-
service clains electronically transmtted and docunents mailed to
the Liable State on the date the claimis taken.

f. The sane procedures should be used on the registration
for work of interstate clainmants at itinerant points as those
used for intrastate claimants filing at itinerant points.

11. Canadian Interstate d ains

a. The Handbook shoul d be consulted for special procedural
requi renents when taking clainms against Canada.

b. The interstate claimant's "Record of Enploynent"” should
be attached to any new claimfil ed.

c. The social insurance account number should al so be shown
on all clai mdocunents.

d. If the "Record of Enploynent” is not available for
attachnment to the claimform the reason should be entered on the
claimform or on a Fact Finding Report, Form | B-11.

12. Backdating Interstate d ains

a. Backdating an initial claimto a date before the first
day of the week in which the claimis actually taken nust be
fully explained in the "Remarks" section and the code indicating
that reason entered on the FormIB-1 and the TC- I Bl.

b. | f backdating is caused by an invalid claimdue to an
ineligible nonetary determ nation and the claimant agrees with
the determ nation, duplicate clainms for weeks clainmed nust be
sent with the backdated Form I B-1.

c. Wek-endi ng dates on duplicate clainms should be the sane
as those on original clains, but the date taken should be the
date duplicates were prepared.

d. Regardl ess of the reason for the backdating, clains

should be prepared for all weeks for which the claimant is
cl ai m ng back credit and they should be attached to the initial
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claimform

e. Enter the code identifying the reason for backdating on
the FormIB-1 and TC-IBl in the space provided.

13. Reporting Requirenents for Interstate dainmants. The usual
provi sion of State | aws require claimants to report "as directed"
or "in accordance with regul ati ons adopted ." The Liable
State will consider the reporting requirenents to have been net
by the interstate claimant who reports as foll ows:

a. Continued Cains Filing. Interstate claimnts are
required to follow the reporting instructions issued by the
Liable State and those issued by the Agent State at the request
of the Liable State.

b. Job Service Registration and Placenent Services.
Interstate claimants are required to observe the sane registra-
tion and reporting requirenments prescribed by the Agent State for
intrastate clai mants. The Agent State will informinterstate
claimants of registration requirenents, and the reporting
requi renents to keep the registration active.

The Job Service should notify the Agent State clains office of
failures to register or report of which it is aware. The Agent
clainms office should notify the Liable State of any potentially
disqualifying information it receives fromJob Service.

14. Reqgistration for Work by Interstate d aimants. Agent States
shoul d be gui ded by the foll ow ng:

a. A registration for work is required by nobst State
enpl oynent security laws as a condition of eligibility. Some
| aws are not specific as to the exact definition of "registration
for work," and States neet this requirenent in various ways.
Sonme States consider a claimant to have registered for work when
he/she files a claim |In other States, this requirement is net
only if the claimant has filed a full application for work with
the pl acenent service of the agency.

b. All States agree, however, that interstate claimants
should receive the sanme placenment services as intrastate
claimants in the Agent State.

C. All States (as Liable States) also agree that an
interstate claimant will be considered as registered for work if
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he/ she is registered for work in the Agent State in the sane way
and to the sane extent as the Agent State's intrastate cl ai mants.
So an interstate claimant shoul d receive the sane treatnment with
respect to registration for work as he/ she would receive as an
intrastate clai mant.

d. If the Agent State has special registration requirenents
for certain categories of intrastate claimnts, the sanme speci al
requi renents should apply to interstate claimants in the sane
cat egori es.

l-17 March 1997



ET HANDBOOK NO. 392

SECTION | - GENERAL PROCEDURES

e. If the claim has been taken by the Liable State by
t el ephone, the Agent State shoul d use the claimdata provided by
the Liable State to create an Agent State record and refer the
claimant for Job Service registration, as appropriate.

f. If self-filed or skeleton applications are accepted for
certain categories of intrastate clainmnts, the sanme type of
application should be taken for interstate claimants in the sane
cat egori es.

g. If intrastate claimants are required to renew their
applications for work every 30 days, interstate clainmants should
be required to do the sane.

h. For the purposes of the registration for work require-
ment, interstate claimnts should not be considered to be in a
speci al category.

i. Inthe placenent process, no special consideration should
be given to claimants because of their status as interstate
cl ai mant s.

j. The State agency shoul d not adopt any procedural barriers
to the claimant's placenent even though placenent possibilities
may be reduced by the claimant's recent arrival in the community.
This does not nean that enployer specifications on residence
requi renents should be ignored, but rather that the Agent State
shoul d not adopt any procedure or policy which react against the
pl acement possibilities of interstate claimants.

15. Interstate Active Search for Work Policy

a. Most States require claimants to nake an "active search
for work."

b. Sone States base their requirenment on statutory | anguage,
while others interpret this requirenent into the "able and
avai l abl e" provisions of the | aw.

c. In either case, the Liable State's interpretation of its
requirenents is available in its section of the electronic
Handbook for Interstate C ai nstaki ng.

d. Most State agencies adopted the foll ow ng uniformpolicy

statenent as their interpretation of this provision as it applies
to interstate clai mants:
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PCLI CY STATEMENT ON ACTI VE SEARCH FOR WORK

Al'l interstate benefit clai mants shall nake such personal
efforts to find work as are custonarily nmade by persons
in the same occupation who are genuinely interested in
obt ai ni ng enpl oynent .

The phrase "efforts to find work" does not nean a
haphazard application for work with a fixed nunber of

enpl oyers. It neans that the clainmant shall use the
facilities and met hods which are normal |y used by persons
in his occupation when seeking work. I nf ormati on

concerning the facilities and nmethods that are avail abl e
to the i ndividual claimnt and the clai mant's use of such
facilities shall be transmtted to the Liable State.
Appropriate specific action by the claimnt, including
action supplenenting the efforts of the Enploynent
Service to find work for him will be required if any one
of the follow ng conditions exist.

A. The area in which he resides is not within the
service radius of a full-tinme enpl oynent office,
or

B. He is seeking suitable work in an occupation in
whi ch jobs are normally filled through channels
ot her than the State Enpl oynent Service, such as
jobs which are wusually filled through trade
uni ons or professional societies, or

C. The enploynment prospects in the claimant's
occupation in the area where he is claimng are
sufficiently favorable to justify an opinion by
the Agent State local office that personal
efforts by the claimant to find work have rea-
sonabl e probability of success. As a claimant's
| engt h of unenpl oynent increases and he has been
unable to find work in his customary occupati on,
he nmay be required to seek work in some other
occupation in which job openings exist, or, if
that does not seemlikely to result in enploy-
nment, he may be required to accept counseling
for possible retraining or a change in occupa-
tion.

Application of the Policy Statenent
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ET HANDBOOK NO. 392

SECTION | - GENERAL PROCEDURES

a. Clainmstakers will informclaimnts of their rights and
responsibilities in claimng unenpl oynent insurance. Since an
active search for work is one of the clainmants responsibilities,
the claimant nmust be told how to neet this requirenent.

A claimant does not neet this requirenent through a "haphazard
application for work with a fixed nunber of enployers.” |In many
instances this would waste the tinme of the claimnt and

enpl oyers, and not test the claimant's attachnent to the | abor
mar ket .

b. The Agent State nust not instruct the clainmant to engage
in an unreasonable work search when there is no basis for
bel i eving that such actions would result in probable enploynent.
A claimant should not be asked to pursue a given course of
actions nerely to "test" a claimant's wllingness to follow
instructions. Therefore, the Agent State shoul d:

(1) Know the conposition of the | ocal |abor market, the
hiring practices of the enployers, and nethods usually foll owed
by persons trying to obtain enploynent in that | abor market area;

(2) Instruct the claimant howto nake an "active search
for work,"

(3) Upon request, evaluate and report to the Liable
State on the claimant's actions to fulfill this requirenent.

17. Advising Cainmants of their Responsibilities

a. Wien a clainmant files an initial claimfor benefits in
the Agent State, the cl ai nstaker should reviewthe Liable State's
section of the el ectroni ¢ Handbook and advi se the cl ai mant of the
wor k search requirenents to establish and maintain eligibility
for benefits.

b. daimants should be told to keep a personal record of
wor k search contacts for future reference, even if the contact
was |isted on the weekly certification form C aimnts shoul d be
told that they will need this information to conplete Eligibility
Review forns that may be sent to them by the Liable
State.

The claimant's record should include: date of contact; type of

contact (new or foll owup); method of contact (in person, phone,
etc.); type of work sought; nanme of firm address of firm nane
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